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This is Module 1 of the Government Travel Charge Card Cardholder 

Refresher Training.    
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This lesson will cover these 15 objectives.   

 Updating Travel Card Requirements 

 Statement of Understanding 

 Receiving a Replacement Travel Card 

 Cardholder Responsibilities 

 Travel Card Use 

 State Taxes 

 Travel Card Payment 
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Continuing the list of our module objectives: 

 Split Disbursement 

 Filing a Split Disbursement Claim 

 Account with a credit balance 

 Rental Vehicle Assistance 

 Delinquency Timeline 

 Salary Offset 

 Check-in/Check-out Procedures 
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To update your requirements as a Travel Cardholder, complete this 

refresher training and provide the completion certificate and a newly 

signed Statement of Understanding (SOU) to your Agency Program 

Coordinator (APC) every 3 years.  

The SOU explains Travel Card program policies and procedures.   

A current copy of the SOU form can be obtained from your APC or on the 

Consolidated Card Program Management Division (CCPMD) website.   

To update or change your profile, login into the bank’s system and DTS.   

This includes changes to your email address, phone, text messages alerts, 

mailing address, and the option to elect paperless billing 

When you are updating DTS, make sure your Travel Card expiration date is 

current. 
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If you have a change in personal information, notify the bank or APC of the 

change to ensure that you receive your Travel Card billing statement.     

Your first option is to use the form provided on the back of your monthly 

bank statement and follow the instructions provided there.   

Second you can call the Bank, toll free at 1-800-200-7056.    

The third and preferred option is to log into CitiManager and update your 

profile online. 

Or you can contact your APC.   
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The Statement of Understanding (SOU) is the agreement between you and 

the Government.   

The newest SOU can be found on the desk guide tab on the CCPMD 

website listed on this slide.  

Regarding the use of an ATM cash advance, remember this statement from 

the Government Travel Card Program, Statement of Understanding.   

“Charge my official expenses to the GTCC wherever possible rather than 

use cash withdrawals or another form of payment.”   

This is the best approach to minimize the risk of your Travel Card account 

becoming delinquent.   

You will be held liable per the terms of this agreement.  The agreement 

should be updated every 3 years,  

If the SOU is not updated every three years it doesn’t relieve you from the 

responsibilities outlined in the agreement.      
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When you receive your Travel Card read the Cardholder Agreement, which 

contains very important account information. Sign the back of your new 

card.  

Verify receipt of your card immediately and select your own custom 4-digit 

PIN. This is done by calling the toll-free or collect phone number on the 

activation sticker on your card. Or you can go online to the website listed 

on the activation sticker. If you have an existing PIN for ATM access, you 

can opt to choose the same one.  

Once you have confirmed receipt, your old card is no longer usable. 

Destroy your old card by shredding it. 

Update your Defense Travel System (DTS) profile with your new expiration 

date to prevent declines when making travel reservations. For instructions, 

go to the DTS website. Notify your APC that you received your card and 

ensure the card is activated before travel.   

Now that your card is ready to use, let’s look at some of your 

responsibilities as a Cardholder. 
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As a Cardholder you have some major responsibilities: 

Every three years a Cardholder must complete this refresher training and 

sign an updated SOU. 

The Cardholder must notify the APC of any transfers, separation or 

retirement from the Navy, or card cancellation.  In addition the Cardholder 

is responsible for updating their profile demographics in both the bank’s 

system and in DTS. 

The Cardholder must immediately notify the Bank and their APC if their 

Travel Card is ever lost or stolen.  

The Travel Card should only be used for authorized travel expenses. 
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It is the Cardholders responsibility to file travel claims within five working 

days of travel completion.  

During long-term travel, the Cardholder should submit interim travel claims 

every 30 days for manual orders and use partial payments in DTS for long 

term TDY; anything over 45 days. Prompt filing of travel claims is the best 

means to ensure prompt reimbursement. 

One of the most important Cardholder responsibilities is prompt, FULL 

payment of their Travel Card account.  Payment is expected in FULL upon 

receipt of the billing statement, whether or not reimbursement has been 

received.  The Travel Card is a Charge Card not a Credit Card.  The 

account must be paid in full each month. 

And finally, the Cardholder needs to beware of potential identity theft by 

fraudulent email and telephone scams. This topic is discussed in more 

detail in a later in the lesson.  

If you receive email or phone requests that seem questionable, do not 

answer them. Instead, inform your APC immediately so that proper steps 

as quickly as possible. 
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You will use your Travel Card for authorized, Government related 

expenses, which may include lodging, meals, and/or transportation.  

The Travel Card is authorized for travel related expenses ONLY and should 

never be used for personal purposes or mission related expenses.  

Cardholders should endeavor to charge expenses rather than use a cash 

advance, whenever feasible.     

ATM usage for official travel expenses 

ATM usage fees are 2.2% of the total amount withdrawn and these ATM 

fees are not reimbursable. 

Do not use ATMs to obtain cash for personal expenses.   
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Improper, fraudulent, abusive, or negligent use of the travel card will not 

be tolerated.   

This includes any use at establishments that are inconsistent with the 

official business of DoD such as use at Adult Entertainment Establishments.   

Do not use your travel card for group meals, personal use or mission 

related expenses. 

Improper, fraudulent, abusive, or negligent use of the travel card may be 

subject to disciplinary or administrative action. 
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Cardholders should visit the GSA SmartPay Website to determine if the 

state where you are traveling exempts taxes for lodging when using your 

GTCC.  

If you determine the lodging taxes are exempt and a tax exemption form is 

needed, print and complete the form, bring it to your travel destination, 

and present the form to the Front Desk, Receptionist, or Clerk upon your 

arrival. 

The most up to date tax information can be found on the GSA site in the 

SmartTax Customer Guide: 

 SmartTax Customer Guide  

https://smartpay.gsa.gov/content/state-tax-information 
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The Travel Card billing cycle ends on the 6th of each month and your 

statement is mailed within 5 business days.  

You are responsible for payment in full, for the amount shown on the 

Travel Card statement, by the due date.  

If you do not make payment in full for all undisputed charges, your account 

will be suspended from use at 60 days past the billing statement date.   

If for any reason you can’t pay your bill within 60 days contact your APC 

immediately.    
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There are many options to pay your statement.  

 Split disbursement is the preferred method.   

 Online payments 

 Pay by phone 

 Western Union/Quick Collect 

 Pay by mail, express mail, FedEx, Ups, Airborne 

You cannot pay your travel card at a Citi location.   

For additional details contact your APC, contact the bank, or review the 

payments guide located at the link on this slide.   

www.citibank.com/tts/card_solutions/commercial_cards/docs/dod/payment

options.pdf 
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Split Disbursement is the process of having the Defense Travel System, 

DTS, or the Personnel Support Detachment, PSD, automatically reimburse 

your government travel charge card account when you submit your travel 

voucher. 

The proper utilization of Split disbursement would pay the exact amount 

due to your Travel Card account when you file your voucher.   

Ultimately this means that you will not need to make a payment out of 

pocket later, and thus it would reduce the possibility of your account 

becoming delinquent. 



DON GTCC Cardholder Refresher Training 
Module 1 

 

16 

 

 

There are two ways to file your split disbursement claim; the first method 

is to use the Defense Travel System and file the claim electronically; or you 

can use the second method and submit a paper form DD 1351-2.     
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If you inadvertently paid too much to the bank on your Travel Card 

account and have a credit balance, do NOT make an unauthorized charge 

in order to “use up” the credit.    

Contact the bank at 1-800-200-7056 to have the credit balance refunded to 

you or you can request an EFT on the CitiManager website.  

If you are Due US and want your credit balance sent to DFAS contact your 

APC III.   
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The DTMO Rental Vehicle Assistance Tool is designed to provide assistance 

to the federal traveler when accidents occur while on official travel, and to 

offer assistance with rental car and truck company customer service 

matters. 

The DTMO Rental Vehicle Assistance Tool is NOT to be used to file a claim 

against the government either by a third party, or by the rental agency.  

All renters should first attempt to resolve issues directly with the rental 

company. 

Visit the website on the slide for additional information. 
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This timeline illustrates what happens to your account status if payment is 

not made on time.   

Using Split Disbursement can help prevent the slide into delinquency!  

On the next slide we will look at this in more detail 
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When the account is between day 60 and 120, unless full payment is made 

on the account, it will be closed and unusable.  It will open when full 

payment of the past due amount has been received and posted to the 

account.   

At Day 75, the first late fee will be charged and then every 30 days 

thereafter.  Late fees are not charged based on the statement date.  

If an account is 90 days delinquent, the Bank sends a notification letter to 

the Cardholder.  If the account is not paid in full or payment arrangements 

are not made within 30 days of receiving the letter the Salary Offset 

process is started.   

At day 126 the account will be cancelled, and will not open with payment.  

At this point, the account may only be opened with the reinstatement 

process and only after the balance is paid in full. If arrangements are not 

made to pay the full balance by day 126, the account will be placed in 

Salary Offset with additional fees, that are not reimbursable.   

Up to 15% of the Cardholder’s monthly disposable income is used to pay 

the delinquent account. 
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When you change assignments, you need to follow proper procedures for 

check-in and check-out.   

When checking-in with your new APC, you will need to sign a new 

Statement of Understanding and possibly take Cardholder refresher 

training.    

In addition, you will need to provide the APC with your current address or 

any other changes that may affect your account. 

When checking-out, provide the APC with your new command and 

estimated arrival date.   

Also, make sure you give your new address to the APC so your account 

information can be updated to ensure you receive your bank statements 

promptly.   

Also, provide your APC with a copy of your orders.   

Be sure your contact information is up to date and your travel card has no 

remaining balance.   
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In this lesson will covered 15 objectives.   

 Updating Travel Card Requirements 

 Statement of Understanding 

 Receiving a Replacement Travel Card 

 Cardholder Responsibilities 

 Travel Card Use 

 State Taxes 

 Travel Card Payment 
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Continuing our review of the objectives of this module … 

 Split Disbursement 

 Filing a Split Disbursement Claim 

 Account with a credit balance 

 Rental Vehicle Assistance 

 Delinquency Timeline 

 Salary Offset 

 Check-in/Check-out Procedures 
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This concludes Module 1 of the GTCC Cardholder Refresher course. 

Return to the Main Menu and Proceed to Module 2. 

 

 

 


